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MEMORANDUM FOR: Executive Assistant, OC = pc 25 SN 
Pie Executive Officer, ODP GC 


Assistant Director for Career Management, OF 
Executive Officer, OIS 

Executive Officer, OL 

Executive Officer, OMS 

Deputy Director for Policy and Management, 0S 
Executive Assistant, OTE 


STAT xecutive icer to the DDA 


SUBJECT: Briefing Materials for the DDCI 


The Special Assistant to the DDCI (SA/DDCI) has advised that the DDCI should 
be afforded at least two days to review materials submitted to him for his use in 
a particular meeting. The SA/DDCI mentioned that another directorate had recently 
provided materials, about the size of a couple of phone books, for the DDCI to 
review and digest the day before an important session with a high ranking official 
of another government agency. In order to avoid this situation, background 
material for the DDCI should be provided to the 0/DDA in sufficient time so that 
it may be passed to the DDCI at least two days before the meeting is scheduled. 
Also, please ensure that the background information focuses on the issues involved. 
If you néed any assistance on this score, please give me a call. 
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